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LET'S PRUNE OUR GCORRESPONDENCE!

It may be bard to believe but the fullovisg extraets are Trom our patiera
lettorz used repeatedly:

"In view of the Tact thet I em yet umeble o repor: smy deci-
elon In commection with your spplication for ewployment with
the Central Inlelligenmce Agesey, I do wanrt you to kmov onpoe
wmore that the interest we retsln in your qualificatioms is=
an astive ope.”

Tan't thiz betier?

Your spplication for employment Im this Agemcy iz still
being congidered., Vhez decision 1e male we will rotify
you promptly.

Berets what we slininated:

25 words
28 eyllables

2 tvo gyilable words

1 three syilable worsd
2 four syllable words
4 prepoxitiossl phrases

foasider this one!l

"Should there be enxy raficel chasge iz rour persomal plans
regarding vour istorsst in thies Apency, or shoull you have
any gquestions reperiinr the particulars im yoir case, T
want to fnvite you to commuslcate vith we by letter at
your coaveanience.”

Tem't this clearer?

12 wou have asy questiozs or if amy persomal change should
affect your interest im your applicsiion, please write ux.

Our proaisg sliminated:

21 words

35 syllsbles
5 three syllsble words
3 Tour syllable words
5 prepositicnal phrases
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A Tinal exewmple:

"tn view of the clrcumetences im your letiter, we cen real-
1ze thet you exe im uo porition to comnsider wmployment at
thie time. Howaver, we do wish to suggest that you get im
touck with ur spain i the event you becors imlerested ia
a positior hore at any tiwe ia the future.”

Isn't this shevper?

¥e reslize you cammct accept s positiom with e mow. If
corditions change g0 that you will wish to reconsiler, we
wilY be plemsedl {5 heanr Trom you.

Modern times call for mew styles im writiag., Doa't you adwlt that these
exsmples prove thst wopey sn? time cam be ssved--that ocur readers will
grasp vast we are saving wmore essily mad they will need less time io read
o writings?

CAN OUR REGUIATIONS BE IMPROVED?

Let's modernize some of cur latest regulstory writismg. This cells Tor
streamiiming--thet is, we will shorten ouy words, semtences, sufd para-
grephs. We will get rif of govermmental jJargor. Ve will keep owr words

of three or wore syllsbles to s winimum, ony sestentes to aa aversge length
of sevestesn to tweaty-ome words, aad cul Zowr om the use of prapositioms.
Bare ares SO oxXemples:

"Wor this vessom, svery euployss of the Orgesazizatlion whose
duties imvolve the obligasior sad expes@iture of confllen-
tial fusds should zot only uaderstend the Regulstiorz goverr-
ing their obligatios snd axyemiiiurs, bhut the umierlylag
philosopbies as well.”

lat's see how we caxm improve ig!

Bvery Agemcy employee whose duties authorizs him $0 handle
confidentinl fusds should usdarsiand applicsble regulations
ant all basle principles.

Here's what hnpfemﬂ.:: We cut the origimal sextence from 35 to 19 wvords
snd Trom 75 to 43 aylisbles. DBocause of the mature of the subject w2 car-
zot elimimate all lomg words. But we have cut eight of tke four syllsble
words to four, and eliminaitald ome Tlve syllable word. Do you thiak the
vevision is more readsble, that you spent lsss time reeling it, and
posxibly you will renmember 1t lomger?
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Tat's look st szother ome!

“Delegetion of authority for perticular sctloms to lavels

consifered to provide the dagree of diseretiomsry Julg-
went commensurste with the mageituie or sigeificewca oFf
the sots Iavolved.”

This appesred sz an emtive parapraph. Isa’t it d4fficult $o umderstani?
Aren't they fryiag Lo say thei certain tesks will be sssigmed 0 personmel
who are gualified to handle them? Doesa't the use of "levels” Bere sound
as though they are aveakimg Aowm to others?

Len’t we sift this one?

“Phe Orgsmizatlios regulatory system provides the vehicle
for the expression of policies amd procedures essextisl o
the parforwsance of the Orgexmivotion wisslon. Tt enmcon-
peases amt delimestes the fumctions of all components of
the Orpanization iadivifuelly snd collectively with the
cbjegtive of establishisg singleness of purpose asnfdl »f71-
ciency awnd combimuity of operatiossl amd admimistrativse
activities.”

Pere is one posaible revisionm:

The Orgenization regulstory system expressies policles amd
procedures sssemtiasl to our wissiom. Xt deserides the
functions of sll Orpaniratios components 40 establish a
single ais and promote contimuity and efficiemcy in oper-
stiosal smd admiwnistrative sctivities.

The Orgesization’s policies sall procedures are issued iz
ite regulatioss. These rogulations cover and Jdegcribe anl
Orgaaizstional Aivizloms. Thelr atsz is for efficioncy and
valty in operstiomsl wmd sdmimistrative sctivities.

LET'S TALE A LOOK AT OUR REPCHTS

Sometimes lomg wordas are mecessary 1x reporis. Semlences cax we kept
withim boumds, bowsver, and the meanimg caw be clear. Here iz 3 good ex-
ample from ome of our reporist

"tonsultstions with appropriate persomzel toward the solv-

ing of procuresent swd extsrnal clsarance bottlesscks 1s
conbisued.”

Yi?
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Bub-~
Boesn't this one sHall you & bit?

“rnave was tentailve agreement to sdapt the Agency filing
gystom but the rccomendstions provided for walting unitil
the materisl of 1l divisions could be reviewed in order
that the menusl could be adepted for the entlre Offlce
rather than this one division."

fon't ve convey the seme thought In e wore vnderstendghle end readable
way? Yor example:

It wee sgreed that our {iling systew eculd be adapbed

office wide. However, sateriel frow ell divisliens must

bhe veviewed before this can be dope.
Hoere is something more interesting than a erosgword puzzle. Can you
reduce these expressions to oiwple langusge? They were teken Trom our
reporis.

®_ .. f811 under hemvy obligation...”

"me sense of the group seewed to be that in pert this was
possible.”

¥ ouch wasted effort would not obtailn owing o...”
", .s1s dependont upon econowic research in grealer depihee.”

*,..and the Agency will have an exchsnge of views in ordev
to chtein...
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